Updating an Applicant Profile

Navigate to careers.IN.gov

Click on Search for Jobs (top of the page).

Enter the user name created during registration into the User Name field.

Enter the password created during registration into the Password field.

Click the Login button.

Scroll down the Careers Home page, to the very bottom of the page.

Click the Submit/Update Candidate Profile Without Selecting a Job link.

Select either the Copy and Paste Resume Text, Using an Existing
Resume, or Apply Without Using a Resume option.

Click the Continue button.

Complete the information on the Education and Work Experience page. To add
work experience click on the drop down box and choose Yes-Add Work
Experience. This will take you to a new page where you will enter work
experience. If more than one position needs to be entered, click the Save and
Add More button. When all work experience has been added, click the Save
and Return button to return to the Education and Work Experience page.
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To enter education, indicate the highest education level by selecting a value
from the Highest Education Level drop down menu. Click on the Add
Degree link which will open another window. Here you will be able to enter
your education from high school through the highest education level you have
completed. After completing all education history, click the Save and Return
button to return to the Education and Work Experience page.
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Click the Next link to go to the Additional Information page.
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Complete any necessary information on the Additional Information page. To
add job training, license and certificates, languages, and/or memberships click
on the appropriate link. When finished with each section, click the Save and
Return button to return to the Additional Information page.
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Click the Next link to go to the Application Questionnaire page.
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Click the Next link to go to the Referral Information page
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Complete the fields in the Preferences section as desired. Complete the fields
in the Referral section. Review the Prior Convictions question and select the
correct option.
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Click the Next link to go to the References page.
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Fill out all of the available reference information on the Add Reference page by
clicking the Add Reference link. If more than one reference needs to be
entered, click the Save and Add More button. After all references have been
entered, click the Save and Return button.
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Click the Next button
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Complete the requested Equal Opportunity Employee (EEO) Information. Note
if the applicant prefers not to provide this information, click the I decline to
provide my self identification details checkbox.
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Click the I Agree to These Terms option at the bottom of the page. Click the
Submit button.
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When the application has been successfully submitted, the application status
will read Applied on My Application page.
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Congratulations, you have successfully updated your profile. Going forward,
this information will carry through for any positions you wish to apply to.




